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. . - OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
_ RECORDS MANAGEMENT DIVISION
INSTRUCT IONS: See Publication No. 76—“M-—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.
FOR AGENCY USE 1. Agency Address Georgia Department of ' FOR RECORDS MANAGEMENT USE
Application Date Human Resources = Division of Administra- | application Number _
July 19, 1976 tion ~ Central Supply & Receiving Unit A - Y |
Apiication Number : 1050 Murphy_A_ve.nue, S. W. = Building 12 Sem Fecerea S Cohpteted
DHR-112 ‘Atlanta, Georgia 30310 . ) JuL 20 1978
. PSR R | UL 29 1978
2. Parson to Contact o Working Title Telephone Numbar
Isaac Peterson ' Clerk II 656-4843
3. Action Requested -
. €k Estabusn Retantion Scheduie; record will continue to accumulate. _
- b. [0 Dispose of present accumulation; no further accumulation anticipated. .
¢ O Amend Application No. ' Check One: 0] Change; (1 Superceds: 3 Void
4. Dates of Series - | 5. Records Saries 'I'it!c (followed by title used in office; if d:ffsrent} -
Earliest 7' Latest
Jan. 1971 to date Central Supply Requisition Files
6. Division and Office Funcuon - What is the function of the Division and the Office in whmh this record sanas is created? -

The Division of Administratlon is responsible for providing administrative support to the
Department, This includes general accounting services; general support services; data
processing and management 1nformation systems patient account sgrvices; and personnel

serv1ces. - T~

S A Fhe

The Central Supply and Receiving Unit has the responsibility to receive, “gtock and distri-'—
bute forms, office supplies, drugs and laboratory outfits used by DHR units, =

v

-y

7. Record Series Desmpuon | This file contains tha fo!lowing documams (mcludo form numbers and n‘des :f any} ST
- -Attach samples of the file, . - - R e

Docunmnurehnngto processing orders (by. maii) for supplies, forms, “and drugs to “eopunty physi-
kians,- hospitals, and pharmacies,_and for County Health Departments, Vocational Rehabili-
tation, Family & Children SericeE “and a1l other county offices,  _ )

Included are: forms OAS(1)-14 (Supply Requlsition) which shows quantities and. description of ST
items' ordered, and name of person and office ordering; OAS(2)-54 (Invoice /from County
Health Dept. /) which shows quantities and description of items ordered and information
for accountlng purposes OAS(I) -15 (Drug Requisition) preprinted form listing drugs
available at DHR Central Supply and filled in by GCounty Health Dept. requesting drugs;
0AS(2)-163 (Receipt) showing amount of money received for what items of drugs: and
DPS/MBS-3 (Request for Payment of Physician's and Other Serv1ces) and unnumbered form
(Statement of Qutpatient Hospital Services) which are forms Printéd by the computer for
use by doctors and hospitals for submitting tequests for payment for their services to

"~ DHR Medicaid Division.
File is arranged: by DHR Unit; thereunder, ‘alphabetically by county; thereunder, by date 3s

~ reteived., E SRR G .- SR e
8. Monthgagofe?l Iﬁg gmda 1 How often ara records referred to which are(;
1 B =
One to six ¥nonths old __....._z___.. Savan 10 twelve months olda_p_pr___ox.’_z._; Thirteen to twenty-four monthsoid -~ -7 tarely R

twenty- fwa manths and older LAXe 1Y

9. Anmul Rm of Accumulation of Records
Letter-size drawers 3PPIOX. O Leqal-size drawers

; Shelves —_— Qther (specify)

' _ | - :
AR=80=T1; Mav, 78 e (Qwar)




ves | NO | 10. Questionnaire __ {Place an “X" in the proper column) R ] . ' "”;_'
a. Is this the officiai copy of the series? '
X |$ not, wherg is it? i
% b. Does the serles contain confidential mformatlon requiring security handling? If yes, cite law or regulatiun
X e s tl'uu vital record? :
X | d. Does this series have hnstonulorlong:term research value? !
8. When one or two documents in the file make it necessary to keep the entire file for a long pericd, could thesa
X documents be scheduted saparataly? =
X f, :smmwmmmmﬂmmmmm CODV, - S
g is the Informauon contained in this ssries ever analyz-d and/or recorded in a summarnzed report? R
X If yes, attach copy, ¢ . —
h, Is thers a duplication of this saries in your office, or in another office or agency? - T
X if ves, whers in originating office
X i. 15 shis series (or @ mae/ar portion of itl reqularlv microfiimed? _ .
X Does the record saries resuit in a comauter printout? - .
11. Hmnﬂon Requiraments The foilowing requires the series to be kept:
a. State Law - vears. d. Audit period ) —— _;vears.
b. Statute of limitation © . _.years. e. Administrative need - 3. years,
¢ Fedaral law years. f. Federal retention instructions years.
. LT L i - LA
Amch COPY OF excert of laws or regulations. Explain admin_istrative need, - ToonT ol
United Parcel Service regulations - contract agreement attached
12.. Appfcvtd Dleposition !ncﬁucdone — Thi; agency 'recodimends that tha filer'seri'eis be cut off 5: the end of each: il . 7
» e . - a Calendar Year, 0 Fm:al Year; £ Other -_Sg& below =5 _then,
s ; - ,f;:;;:_-._‘:_ _J J,i . . e . . . S
£ Hold in the currant files area _._..month(sl year(s) then e e )
0 Transfer to locai holding area; hoid vear(sl then . T
Q Transfer to State Records Canter, hnld Plovags o ofho pReiife ap e, -
. Destraoy, ) T )
O Transfer to Stata Archives for permanent retention.
a Othar (Sonify} e
. ~egi, ., - Central Supply Unit Copy cCut of f"at the end of each 6 months then, hold
“in the . current files area 6 months, then transfer to” Sta.te Records Center; hold 2'1/2
i L Xee TETE L. e -;=~;L“_ T -,:a'_" med LSl Qi TEG .llrlt*O’“
E years, t.'nen debtrov. LT - “ -
J'ﬁ" . “alwenn: TOrdering Q. OfflCE/Unlt Cogz_ d “l;ntll _;cecelpt ef 'a;ll :ﬁt@ns reque ted i,
o then destroy.._- G - s ‘ : .
R g2 duvifzats ToootodE ST oot L T sepgt mpe to i omate et ] gt & Ty .
eved Ere: ~Implementation Instructz,ons for Cengril; Suggle Unit Copy--. The Depart-.~..
- ment Of Human Resgurces will notify United qucel -Service when frecords. are- scheduled for
destructlon.—-:—. JTiTe Tl Soteiwits o <rimgp CooR=Tea tan roed over to ag CToany parii- .
R N aﬁ*":f“'f“‘,‘ T T ;;—_-_ VT A ) e DA Tl
- ‘T ;"“___.:._.r__.‘.._t e e e 1o Eiey - By s 'A‘_::.\:: — )
| Agency HcadlDtmanee (S@nature} | Date Rmrd} Ma@ment Off:eer (S-gnawrel . - Date
£ Y Mucts. | 7/a)16| G Lirrr Y/ J,M‘ 7 -
afufuu[ 7/12]7¢ ;ﬁ’«f’» J)/ /6 TJC |-
R ' , ~ Stats Records Camgme- (.S_‘:gnawre) sooTno " Date ,
Recommendations in para- / _ ’ l —
graph 12 are approved. State Auditor/Desigres W 870
(If disapproved, attach letter 13(3
of explanation.) Secreé; State/Designee éwez / &4} 7—2 7-72
Attorney General/Designee /4'447// __ >— Lﬁ” - 7£

AR~30—71; Aev. 78 {Reverss Sice)




)

ﬁzm;etarg nf State
Bepattment of Archibes and Historg
330 @apitol Abenue, $.F.

Tietuis A. Massey ‘ Atlanta, Georgia 30334 Tdfoary Weldon
SECRETARY OF STATE Lo DIRECTOR
{404} 6565-2881 (404} 656-2358
INFORMATION (404} 656-2393
FAX (404) 6578427
HTTP/ANWW.STATE GA US
MEMORANDUM
To: Gerald Poe, RMO
Department of Human Resources
From: Peter E. Schinkel f
Head, Schedule Section
Déte: November 4, 1997
Re: Return of administrative change to schedule #94-0020, DHR #97-276

The processing of your request for administrative change has been delayed because we need
additional information.

DHR request #97-276 for administrative change to Schedule #94-0020 “Forms Distribution
Files™ states that it supersedes Schedule # 76-241 (7-29-76). We suspect that the schedule

intended for administrative change was #76-241 “Central Requisition Supply Files”, instead of
. the cited 94-0020. :

DHR #97-258 also requested an administrative change to Schedule #94-0020 (8-23-94),
“Inventory Management Report File” (copy enclosed). The data in that request is appropriate for
a change to that schedule.

Please clarify and re-submit. If there are questions, give me a call at (404) 656-2373.

Thank you!

Attachments: DHR request #97-276, DHR request #97-258

cc: Andrew Taylor, Assistant Director :
Agency File ‘ -

C:AWPWINGO\WPDOCS#94-0020. WP D\November 4, 1997



RECORDS RETENTION SCHEDULE NOTIFICATION
{ADMINISTRATIVE CHANGE OR DELETION)

TO: DEPARTMENT OF ARCHIVES AND HISTORY - SCHEDULING q 7 -276

AND
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES
RECORDS COORDINATOR - RECORDS ALTERNATE DIVISION OR OFFICE

ALL DHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES

FROM  DHR POLICY ADMINISTRATION/RECORDS MANAGEMENT UNIT

SCHEDULE NO. . NOTIFICATION DATE

94-0020 10-1-97

SERIES THLE

FORMS DISTRIBUTION FILES ‘

APPROVED DATE v - ADMINISTRATIVE CHANGE DATE (IF APPLICABLE)
7-26-76 11-3-97

X | ADMINISTRATIVE CHANGE-SEE ATTACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE
ARE HIGHLIGHTED ON ATTACHMENT(S).

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS.

SCHEDULE DELETION

SEE ATTACHED COPY OF 'RECORDS MANAGEMENT SERVICES REQUEST” c ‘
oR | _— ) 0 P r

SEE DELETION EXPLANATION BELOW:

THIS SECTION AND UNIT IS NO LONGER IN THE SUPPLY AND DRUG WAREHOUSING/DISTRIBUTION BUSINESS.

DHR RECORDS MANAGEMENT OFFICER APPROVAL DATE:
: o 10-01-97

DEPT. OF ARCHIVES AND HISTORY APPROVAL DATE: -

FORM 5080 (REV. 4-97)



DH R+
[97-370]

Records Retention Schedule

GEORGIA DEPARTMENT OF HUMAN RESOURCES

Division/Office: - Office of 'Tech'nology and Support
Section/Unit: Operations Services Section

Forms Distribution Unit

Schedule Use: Department Wide
Schedule No.: 94-0020 Admin. Chg. Date: 11/3/97

Records Series Title;  FORMS DISTRIBUTION FILES

Descrip_tion: Documents relating to supplying forms orders by mail.

Included, but not fimited to, is an Form 5014, Form Supply Requisition.

~ File Arrangement: File is arranged DHR Unit; thereunder, alphabetically by county;

thereunder, by date received.

etention/Disposition Instructions:
1) Forms Distribution Unit:

Cut off file at end of each 6 month peridd', hold in current files area 6 months;
transfer to State Records Center;hold 2 1/2 years; then destroy.

2) Originating DHR Organizational Entity:

Hold in current files area until all items are received; then destroy.
Confidential: No - Open Record.

Supersedes: 76-241 (7-29-76)
(94-0020)



RECORDS RETENTION SCHEDULE NOTIFICATION
(ADMINISTRATIVE CHANGE OR DELETION) e - SR

t

N . [

.} ) . 8
TO: DEPARTMENT OF ARCHIVES AND HISTORY - SCHEDULING a7 = s
AND , -
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES
RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE

AL DHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES

FROM DHR POLICY ADMINISTRATION/RECORDS MANAGEMENT UNIT

SCHEDULE NO. NOTIFICATION DATE

SEE BELOW * 9-15-97

SERIES TITLE .

VARIOUS - SEE SAMPLE SCHEDULES ATTACHED

APPROVED DATE .. | ADMINISTRATIVE CHANGE DATE (IF APPLICABLE)
‘ o 10-15-97

X ADMINISTRATIVE CHANGE -SEE ATTACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE
ARE HIGHUGHTED ON ATTACHMENT(S).

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS.

SCHEDULE DELETION

SEE ATTACHED COPY OF “RECORDS MANAGEMENT SERVICES REQUEST _—

OR

SEE DELETION EXPLANATION BELOW: ~

* 94-0021, 94-0020, 94-0024, 94-0028, 94-0029 andt 00-208.

DHR RECORDS MANAGEMENT OFFICER APPROVAL DATE:
_ ‘ T 91597

DEPT. OF ARCHIVES AND HISTORY APPROVAL DATE:

FORM 5080 (REV. 4-97)



Records Retention Schedule . , [Z_; '2 5 gj
- GEORGIA DEPARTMENT OF HUMAN RESOURCES
Division/Office: Variops :
Section/Unit: ~ Various 7
Schedule Use; Department Wide |
“Schedule No.: 94-0020 Admin. Chg. Date: | 10-15-97

Records Series Title: INVENTORY MANAGEMENT REPORT FILE

Description: Documents relatlng to supply lnventory controf, management, billing and
accounting of consumable goods. Linked to the state wide Georgia Intregated Financial
System (GIFS), entering a requisition automatically subtracts from supply inventory and
charges the requisitioning unit's GIFS expenditure account.

Included, but not limited to, is an EDP system and file producmg a vanety of paper reports
such as Inventory Input Activity Proof Register (RA10007R), Journal Voucher (RA
10468R), Outstanding Orders Report (RA 10440R), Requisition Reconciliation Report (RA
10247R), Stock Status Report (RA 10232R), Transaction Register (RA 10245R), and
Departmental Issue and Cost Analysis Summary-"Bill"; and miscellaneous specialized
reports may be produced, as required, by a given organizational location.

File Arrangement; File is arranged by year, then by report type.
Retention/Disposition_Instructions:

1)} Originating Office, Facility or Instrtutnon Generating and Maintaining Orsgmal Record

Files.

A) Paper ‘
Cut off file at end of each fiscai year, hold in current files area 1 year; transfer
to local holding area or State Records Center, hold 4 years; then destroy.
Earlier transfer to local holding area or State Records Center is authorized
provided records are maintained a total of 5 years after cut off before
destruction. .

B) EDP Electronic Records
Update as needed. '

2) Distributed Paper Copies (Reference) - Other Than Qriginating Office, Facility or
Institution Described as "1)".
Hold until any problems or questions have been resolved; or unfi! no longer
needed for reference; then destroy.

Confidential; No - Open Record.
Supersedes: 94-0020 (8-23-94)

(2:94:0020)



